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Section 1: Permissions

You may or may not have the correct permissions to use this tool. You may have
limited permissions, for example, you can affect only certain groups and/or use only
certain options (view but not create or edit).

If you need to use this tool and do not have the proper permissions, contact your
local TTE Travel & Expense Administrator.

Section 2: Overview

Back Office Processor enables any employee assigned the role of Expense Processor
to process expense reports that are pending manager approval, or that have been
approved by a manager, but have not yet been reimbursed.

The tool also allows for reports to be viewed, receipts to be marked as received, and
historical expense reports to be searched and reviewed.

Expense Processor Roles

Assignment of any of this role will allow an employee to access the Expense
Processor tool:

e EXxpense Processor: This role grants access to functionality required for
viewing and updating reports within Expense Processor. This role cannot
delete expense reports. The Expense Processor role can be restricted in User
Permissions by selecting one of the following options:

+ Display all reports excluding returned reports

+ Display all reports including returned reports

NOTE: The term Back Office is used throughout this guide to represent the role
defined above.

Processing a Report

1|Page

The following are the general steps required to process an expense report:
0. Find an expense report and view its entries.

1. Verify that expense receipts have been received (where receipts are required)
at the expense report and/or line item expense entry levels.

2. Mark the receipts as received (if required).

3. Approve the expense report for payment, return for correction or forward to
an additional approver.

TeamWorks Travel & Expense Version Date: 11/06/13
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Approval Status* Description

Accounting Review States that the report is under review and allows minimal edits to
occur within an expense report or entry

Approved States that the expense report has been approved
Sent Back to States that the expense report has been sent back to the submitter
Employee for modifications

* There is no limit to the number of approval statuses that can be created for an expense
report. The names of the approval statuses may differ depending on your configuration.

Understanding Exceptions

Exceptions are messages that appear at the report, entry, or itemization level to
indicate to the employee, approver, and/or accounting personnel that a rule has
been violated.

Terminology

e Exception Code: A unique one to eight alphanumeric character code that is
assigned to every exception. This code is determined by the client's internal
coding system.

e Exception Level: A number assigned to each exception that determines the
severity of a rule. It is the responsibility of a company to determine the
various levels. A setting can be set in Workflows that prevents an employee
from submitting an expense report that contains an exception of a certain
level.

Types of Exceptions

Exceptions are displayed on expense reports using a red, yellow, or blue icon.

e Red: Indicates an error that must be resolved before the expense report can be
submitted. The employee may be unable to submit an expense report until the issue is
resolved.

e Yellow: Indicates a warning or an informational message. The employee can submit
expense reports.

e Blue: Indicates that the Expense Processor has cleared the exception (either red or
yellow).

The Back Office Processor can view all exceptions, including the code and level
number in the exception message. This information is hidden from the employee and
the approver. For example:

e The exception message for the processor reads: Code: EXCEED, Level: 3,
Report total exceeds $5000

e Whereas the employee and the approver see only: Report total exceeds $500

2| Page TeamWorks Travel & Expense Version Date: 11/06/13
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Section 3: Back Office Processor Procedures

The Back Office Processor page allows the processor to:
e Search for reports using search fields

e View the report totals, itemizations, workflow, audit trail, receipt images, ,
and trip itineraries

e View and modify allocations

e Update approval statuses

e Scan and upload receipt images to reports

e Add report-level comments to single or multiple reports

e Use multiple view options to improve efficiency

Managing the Back Office Processor View

Processors can change several aspects of the Process Reports and Expense
Report pages, in addition to setting their default view.

P To access the Process Reports page:

On the menu, select Expense > Process Reports. The Process Reports page

appears.
s}
My Concur  Travel | Expense | Central Reconciliation Invoice  Administration  Profile
View Reports  Mew Expense Report  View Receipt Store  Process Reports  Expense Classic
Search Results >
Group: Global
Run Query - Group List Settings Create/Manage Queries ~ Preferences =
Find every report where
Report Mame > Begins With ~ AND
. .
| Report Mame Submit Date  Employee Name  Approval Status  Report Total ~ ReceiptStatus — Cash Advance Return Received  Payment Status
Expense Reports F
< ¥
Page| 'lofl & Mo data to display
3|Page TeamWorks Travel & Expense Version Date: 11/06/13
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Setting the Process Reports Page as the Home Page

The processor can set the Process Reports page to be the first page he/she sees
after logging in to Expense.

P To set the Process Reports Page as the home page:
1. On the menu, select Profile > System Settings.

4. In the Home Page list, select Expense Processor.

Expense Information
Expense Delegates
Expense Preferances
Expense Approvers
Favorite Attendees

Privacy Statement
System E-mail Settings
Travel Vacation Reassignment

Other Preferences

Hol

Rows pbr page

Other Settings My Concur
System Settings Travel Settings Ezlames;:yl‘;oe;zsigr k

Send an email everf time s

Travel Center

Invaice Center

my approfal queue

Send a daily summary

o

Let me know when one of my requests is approved or denied

° Welcome, Terry Brown
My Concur Travel Expense Invoice  Reports  Administration | Profile | Help Log Out
Personal Information  System Settings  Trawel Vacation Reassignment  System E-Mail Settings
Iy Profile
Regional Settings and Language Calendar Settings
Your Information — —
= Default Language | English {United States) | Start week on | Sunday v
Personal Information — S—
Company Information Number Format | 1,000.00 |v Start Day Yiew At [5:00AM ||
Cenkact Information Placement of Currency Symbol |Before the amount [v] End Day Yiew At | 500 PM [v]
Emergency Contact — —
Credit Cards Megative Number Format |-100 |» Default Yiew |month |+ |
Negative Currency Format |-100 |»
Travel Settings —
Travel Preferences mile fkm | mike [s)
International Travel Date Format | mmfddfyyyy |
Frequent-Traveler Programs .
Time Format | himm AM{PM [+
Assistants|Arrangers
Hour/Minute Separator | : || o3/05/2009 11:08 A%
E: Setki
et Time zone {local time} |{(GMT-05:00) Eastern Time {US & Canada) v

5. Click Save.

Setting the Process Reports Page Preferences
The processor can set the Process Reports page behavior.
P To set the page behavior:

1. On the Process Reports page, select Preferences.

Default Query: | None Selected

Rows in list: | 75 |E|

Time fone:

[=]

(GMT 405:00} Eastern Time (U5 & Canada)

, [[] Open next report in list after workflow change

[ Automatically show receipts when report is opened

TeamWorks

Travel

& Expe

State of Georgia

nse

Version Date:

11/06/13




10.

11.

TTE Travel & Expense System: Back Office Processor Handbook

In the Default Query field, select the query to run when the Process
Reports page is first opened. If no specific query is regularly used, this can
be set to None or to the general query for Report Ready For Processing.

In the Rows in List field, select the number of rows to display on the page.
Multiple pages will be displayed if more reports are found; this sets the
number of reports displayed on each page of the list.

In the Time Zone list, select the time zone within which the search criteria
should focus, for example, a search should return reports falling within the
PST time zone, or “(GMT -5:00) Eastern Time (US & Canada).

Select or clear the Open next report in list after workflow change check
box, as desired. If this box is not selected, the display will return to the report
list.

Select or clear the Automatically show receipts when report is opened
check box, as desired. If this box is not selected, the receipts can be opened
from the menu as needed.

Click Preferences or any other area of the screen to close Preferences.

Managing the Process Reports Columns

5|Page

Report columns may be added, removed, or rearranged for viewing on the Process
Reports page, as necessary.

>

To add or remove the report . . 5
columns: List Settings
1. Click List Settings on the Process LI
Reports page. The List Settings Report Mame o
window appears. Submit Date
2. Select the check boxes for the Employee Mame
columns to add to the Process Approval Status
Reports page. Repart Total
3. Clear the check boxes for the Receipt Status
columns to remove from the Process Cash Advance Return Received
Reports page. Payment Status
4. Click OK [ *KSU Custom 06 - Budget Year
|:| *LOG Custom 01 - BU [for Fund Saurce)
[ *506 Custam 02 - Fund
|:| *5OG Custom 03 - Special &ckivity
[[] *=0G Custam 04- Program
[ *s0iE Custam 05 - BU [for Fund) b
TeamWorks Travel & EXpenoe verson Do roers
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P To rearrange the columns on the Process Reports page:

1. On the Process Reports page, click and hold on the name of the desired
column.

2. Drag and drop the column in the new location. Arrows will appear to indicate
where the column will be moved.

" Beaqins With b

3 g E
4
Employee Name
ir
'L::' Employee Matme

lamg Submit Date Applov

The page displays the new column order.

Managing the Expense List Columns

6|Page

Expense columns may be added, removed, or rearranged for viewing in the Expense
List section of the Expense Report page. Note that the system will use up to 75%
of the display area for the expense list, reserving the remaining 25% for the expense
entry pane.

P To add or remove the expense list columns:

1. Select View > Custom (under Expenses As) on the Expense Report page.

Welcome, Donna Fitzgerald @ Help | Log Out

-

[€ concur (&

Georgia

My Concur  Request | Expense | Reporting  Administration  Profile

View Reports  Mew Expense Report  View Receipt Store  Process Reports  Process Receipts

i

Aug 11-20 Normal Travel (asercrombie, Willism]

Summary Details »| Receipts = | Print/Email = [%] Hide Exceptions
Exceptions -
Expense Date Amount  Exception
Hotel 08/15/2013 §375.00 Code: CMMTTRUL, Level: 51: This expense has na matching travel reservation. Please ensure that the comment adequately explains why the expense was not booked using Coneur Travel
Expenses | View »| 1«<| | Summary
> Transaction Date + Expense Type Yendor Name Business Purpose  City Expenses As Report Summary
O 08/16/2013 Cash Advance R... O QUEE Report Totals
0> PO  wisamn Hotel Ocean Hotel NOmmal Travel SavanngMect  Ljst Dol DU Sonpan AbsinliucEnplolcs

$74.25 $0.00
= (5] 4 08/15/2013 Rental Cars Only  Enterprise HOrmal Travel Atlanta, Georgii @ Detail
= < 08/14/2013 Tolls WOrmal Travel Atlanta, Geargi Group By Requests (1)
O 08/14/2013 Fixed Meals WOrmal Trawel Savannah, Geor Date >  MName RequestID Amount Appro... Amount Remai...
[ 08/13/2013 Fixed Meals NOrmal Travel Savannah, Geat Expense > ABCCOMF8/3tel. 3LVA $879.00 §$398.00
= 08/12/2013 Fixed Meals Ol Travel Savannah, Geor @ NO Grouping
Calendar Cash Advances (1)
One week Cash Advance .. RequestDate  AmountRequ.. StartingBalance Available Bala...
. - L Two weeks L DCTrip B15ta 19 07/1642013 $650.00 365000 $0.00
TOTALAMOUI  Wonth 1D
$650.00 | $5/5.75

1 << Previous Report NextReport >> |

https:/firapl ion.con: Exp lient/processor asptt ! !

TeamWorks Travel
State of Georgia

& Expense Version Date: 11/06/13
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2. Click List Settings. The List Settings window appears.

3. Select the check boxes for the columns to add to the Expense List section.

4. Clear the check boxes for the columns to remove from the Expense List

section.

5. Click OK.

P To rearrange the Expense List columns:

1. In the Expense List section of the expense report, click and hold on the
name of the desired column.

2. Drag and drop the column in the new location. Arrows will appear to indicate
where the column will be moved.

L] wiakama, Terry Brown
My Concur  Traval -I:thlnnl Involce  Adminlsmation  Profile  Help  Log Out
e i & el ek S - - e - =
Expanss Rapart o
Business Lunch (mer, cree | &) serad Bk to Ermphien | Sl Appmive
‘liDetals e THvewe T3 Lt Settrgs SREmale ([l Rsceptse Shfvnte
Expense List @ tnpense
= Totak §337.32
22| ]| 0
Tranagction Date v Capanae Type Revitwed . FPaymeant Type L
il o T Telfimess Mol . o Vork, Mewe . Cash I SEREEAP——— i A 4
& amount
Humineus Purpuae Faler Yersdor Mame
[resm ety Jonesy's
ciry Pyt Type
|r;e.- Work, Hew York
Aamsount Revewed
nrE - |m -
Approved fnoudt. Pay fere Receipt Stalus.
mr e recept bt
Lurmment. Divisson
Losl Center
Add [ Delete Attendecs Alleeader Tobak $0.00 | Remainis rag: $0.00
£ >
() Frevious fleport: (L) Nextt feport
3. The section displays the new column order.
inlsasion._ Prafiie._Halp.  Leg Gt
Bigrieves Papins | P Rpons | COnCLE Mageenes CLRi Ve P Chpeaive ALt
Burmiress Lunch (e, cheis | s il e b
SDotads « P vice T Lt Sobtings S Cmat - ([ Racopta= vt -
Faepumise List - Fwpenur
Toaak g1
Tranemcton Eate P p—— — cay Py { Tl A, 133752 | Wik 1357 35 | Bssainines, 000
Y Bz B3N AZ Busmeas Moal Mo Pt vior, M | Gty =

s Mol (attandess]

Atterdes Totat $0.00 | Semaining: $0.0

[Eizae]

L L e r——

TeamWorks Travel

& Exp
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View Options

The Options processor can choose from several view options when viewing the
expense report data.

P To access the view options:

1. On the Process Reports page, open the desired report. The expense report
appears.

2. Select View.

‘Welcorme, Donna Fitzgerald @ elp | Log out
CONCUR 9.

My Concur  Request | Expense Reporting  Administration  Profile

View Reports  Mew Cxpense Repart  View Receipt Store  Process Reports  Process Receipts

Aug 11-20 Normal Travel pecrombie, Wilkam] Requires Review | Send Back to Employse | Send to Appraver

Sumnmary || Details | Receipts = | Prnt/Email | [T] Hicle Exceptions |

Exceptions
Expense Date Amount  Exception
Hote DE/1I2013 27500 Code CMNTTEVL, Level: 51; Thns expense has ne mstching bravel reservabion, Please ensure that the comment adegu. lairis wihry the expense was not booked uing Concur Travel,

Ewes View = (@ Expense = ReceiptImage = Summary
5 Transsction Dete | ExpenceType: | VeadorNeme, | Business Purpose / Expenses s A Total Amount: 475,00 | Hemized: $275.00 | Remsining: $0.09
€ Talls Normel Travel Custom 1 Report Summary 2
Fied Meals List 1475 . e . —
maunt Dure Com mount Duse -WP
Fized Mrals o Detail 5 L -
Sras 00
Firel Meals Group By 40
Cash Advance .. Dak s415
= ae  Requests (1) .
o€ Rentsl Cars Only  Enterprise tants, Georss Outal Bk
Expense 3 Mame Request I Amvunt Appre. Amout Rem .
OO0 mwasam Hutel Ceean Hotel NOrmal Travel ansh, Georgia Outd [ No Grouping  BRIE | wr  ADC CONFA/L) L $079.00 $390.00
1 > | Code: CMINTTRVL, Level: 51 This expends hiss nd matching travel reservation. Please ensure thatthe commient adequately &g | Calendar i 525208 $s0n
Trawel. o et Rental Cars Oy S15L00 SILI0
— S , Ladging $350.00 $-10.00
TotaL ol | Maonth b Other £12500 $125.00
£650.00_] 575, il
e L L - —— —_—
<< Previvus Repurt Mest Reput 25 |
Y i n i/ F: apht

3. Select the desired view option. The page will refresh, displaying the data
in the new format.

Searching for Reports

Searching for an Expense Report

The processor can search for an expense report within the Process Reports page
using the Starting Group list and Find area, and can run the default query Reports
Ready for Processing or any other saved query.

8|Page TeamWorks Travel & Expense Version Date: 11/06/13
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SEARCHING FOR AN EXPENSE REPORT BASED ON ENTERED CRITERIA
When searching for expense reports, use these two filters in conjunction with one
another:

e Starting Group

AND

e Specific employee information, such as employee name

The first time you use the Back Office Processor, the Process Reports page will
appear blank. You can set a query to run when you open the page if you always work
with the same query. If you work with many different queries, it is best to select the
query after opening the Process Reports page.

[N Refer to the Setting the Process Reports Page Preferences section of this
guide for additional information.

Starting Group List and Find Area

The two search options, Starting Group and Find every report where, are
dependent on each other. For example, you can first select the Group for which your
search criteria is to be performed against (Global Group-United States), and then
you can search for specific expense report information (Employee Last Name =
Brown). In this search situation, only the expense reports that were created by
employees in the Global Group-United States group and have the last name of Brown
will appear as your search results.

NOTE: You can select the All Groups I Can Access option in the Starting Group
list to see reports for all groups you can access.

P To search for expense reports using Group and Find fields:
1. On the Process Reports page, click Starting Group.
2. Navigate to the desired group.
3. Click OK.

4. Use the Find area to narrow your search. In the Find every report where
area:

¢+ Select an option from the list, such as Employee Last Name.

NOTE: For the date sensitive criteria, use the date format mm/dd/yyyy.

¢ Select an operator, such as Begins with.

¢+ Type a text value, such as B.

TeamWorks Travel & Expense Version Date: 11/06/13
State of Georgia
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NOTE: Be aware that entering the wildcard (*) symbol into the search
criteria text field will result in a delay as the system works to return all
expense reports, without narrowing the results.

5. Click Go. Only the expense reports that match both the Starting Group
criteria and the Find criteria will appear in the search results.

SEARCHING FOR AN EXPENSE REPORT USING A QUERY

You can also search for existing expense reports using a default query, Reports
Ready for Processing or your existing saved queries. When Reports Ready for
Processing is run, all expense reports that are pending authorization will appear
within the Process Reports page. The query can be selected from the Run Query
list.

P To search for expense reports using an existing query:
1. In the Run Query list, select the name of the desired query.

2. Click Go. The Process Reports page alters to reflect the search results.

Search Queries

The processor can use the Create/Manage Queries list on the Process Reports
page to create new search queries and manage existing queries. The queries are
if/then conditional statements. If the defined conditions are met, then the expense
report is displayed to the processor.

NOTE: The queries created within this area are specific to each administrator; they
are not global. Each Back Office Processor creates and manages their own
queries.

UNDERSTANDING CONDITIONAL EXPRESSIONS
When creating or editing conditional expressions, the administrator should consider
the following.

e An expression can include an unlimited number of conditions. The conditional
expression for "2004's expense reports " is:

& Insert i

Data Object Field /v alue Operator
[} + || Repart  |Submit Date Is After

value ~ 12312003 .

@ and O

O v || Report ¥ |submit Date Is Befare

Value ~ |ojo1 2005 >

It is composed of two conditions, separated by the Boolean separator of And.

10| Page TeamWorks Travel & Expense Version Date:
11/06/13
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Most conditions are composed of a Field followed by an Operator and a
Value. For example:

(Submit Date Is After 12731703 AND SubmitDate IsBefore 01/01/05)
Field Operator Value Field Operator Yalue

¢+ A Field consists of a data object (a database table) and a field (a
database column), located within the data object. The field that is selected
defines the data type of the condition (number, text, date, and so forth).

NOTE: If a second condition is created, the field's data type must match
that of the first field.

+ An Operator is one of several pre-defined comparison operators (equals,
not equals, is greater than, and so forth). The list of operators changes
depending on the type of data being compared.

¢+ A \Value is a constant, and like the field, can be of any data type;
however, the data type of the value must match the data type of the field.

When a conditional expression is composed of multiple conditions, each
condition is separated by either And or Or.

Conditions can be added to the end of the conditional expression or inserted
in the middle.

Parentheses are optional and are used to define order of operation for the
And/Or operators. If the parentheses are omitted, And/Or operations are
carried out left to right. There is no precedence of And over Or; the
evaluation of the expression is simply left to right.

If a conditional expression contains parentheses, the count of left parentheses
must match the count of right parentheses. There can be up to three
parentheses for both left and right sides.

Example of correct placement of parentheses and total left/right
count:

(Condition 1) and (Condition 2)

Examples of incorrect parentheses even though the total left/right
count matches:

Condition1) And (Condition2
Condition1) And (Condition2) Or (Condition3
(Condition1)) And (Condition2

Simple Condition Example:

A condition is a simple Boolean comparison, like:

Cash Advance Balance Is Greater Than 1000

TeamWorks Travel & Expense Version Date:
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The condition looks at the report total and sees if it is greater than 1000.
If True, or yes, then the report is located and displayed to the Processor.
If False, or no, the report is not displayed.

Complex Condition Example:

The conditional expression can be a single condition as in the above
example, or it can be a complex expression involving multiple conditions
connected by And / Or operators and parentheses, such as the following
example that contains four conditions:

Report Date Is Greater Than 9/30/02 and (Employee Group Equals
GermanGroup or Employee Group Equals FrenchGroup) and Report Total
Is Greater Than the Amount Remaining for EuropeBudget.

REIMBURSEMENT CURRENCIES AND THE EXCHANGE RATES FEATURE

Processor queries do not use the Exchange Rates feature to convert reimbursement
currencies to the currency in the query.

ADD A QUERY PAGE AND THE CONDITION EDITOR
The Add a Query page in Processor is similar to the Condition page within the

Audit Rules, Authorization Request Administrator, and Workflow tools. The following
is a sample of the Add a Query page, including the Condition Editor.

L \Welcome, Terry Brown

WMy Concur Travel Expense Invoice  Administration Profile Help Log Cut

Wiews Reports  Mew Expense Report  Approve Reports  Process Reports  Concur Expense Classic Wiew Authorization Requests Mew Authotization Request  Appr

Add a Query
Query Mame: |2004 Reports [Elsave (@cancel
) Insert
Data Ohject Field/Yalue Operator
1 A || report B * |submit Date C Isafter D
Value E ~ 12}314z003 F G~
H @ and O o]
1 + || Report » |submit Date Is Before
value ~ |n1/01 {2005 .’

Each condition appears on two lines within the Add a Query page. The following
table provides a description of the fields referenced on the Add a Query page.

Description

A: Left Parenthesis Select zero to three parentheses, depending on the complexity of
the condition.

TeamWorks Travel & Expense Version Date:
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Field

B: Data Object

Description ‘

Select one of the following:

¢ Company Card: Used to create rules based on company card
data.

¢ Employee: Used to create an employee-based condition.
e« Entry: Used to create an expense entry based condition.

¢ Entry Allocation: Used to create an expense entry allocation
based condition.

¢ Entry Attendee: Used to create an attendee-based condition.
¢ Report: Used to create an expense report based condition.

C: Field / Value

Select an item from the helper pane that appears. The information
that appears within this pane is based upon the selection within
the Data Object list.

D: Operator

Select an item from the helper pane that appears. The information
that appears within this pane is based upon previous choices.

E: Data Object

This field will always display as Value and cannot be changed.

F: Field / Value

Select an item from the helper pane that appears. The information
that appears within this pane is based upon the selection within
the Data Object list.

G: Right Parenthesis

Select zero to three parentheses, depending on the complexity of
the condition.

H: And / Or

Select either option to join the current condition to the next
condition.

DETERMINING HOW TO CREATE A QUERY

When creating or editing a query, the Back Office Processor defines the conditional
expression(s) — the if portion of the query. The expression can contain one or more
conditions separated by And or Or. For example:

e Assume the administrator wants to locate all expense reports totaling 500.00

USD or greater:

(Report Total Greater Than or Equal 500.00 USD)

The Add a Query page displays as:

\Welcome, Terry Brown

My Concur Travel Expense Invoice  Administration Profile Help Log Out

View Reports  New Expense Report  Approve Reports  Process Reports  Concur Expense Classic View Authorization Requaests  Mes Authorization Reguest  Approve Authorization Reguests

Add a Query
Query Hame: |

@ Insert

Elsave (&) Cancel

Data Object
O || Select one

Walue

Fieldjvalue Cperatar
v

v e

13| Page TeamWorks Travel & Expense Version Date:
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| For more information about conditional expressions and the tool used
for creating and editing conditional expressions, refer to the
Understanding Conditional Expressions section in this guide.

CREATING A NEW QUERY
A new query can be created for use on the Process Reports page. Queries can be

run against the group or groups of employees for whom you have administrative
rights.

NOTE: Queries are individually created; therefore, you can only create queries for
your own use. Global queries to be used by all Back Office Processors cannot
be created.

P To create a new query:

1. Select Create/Manage Queries > Create New Query. The Add A Query
page appears.

L \felcome, Terry Brown

My Concur  Travel | Expense | Invoice  Administration  Profile  Help  Log Out

Wiew Reports  New Expense Report  Approve Reports  Process Reports  Concur Expernse Classic View Authorization Reguests  Mew Authorization Request  Approve Authorization Reguests

Add a Query
Query Hame: | Elsave (@ cancel
O Insert

Data Object Ficld/¥alue Cperator
O] s select one v

walue hd b

This page includes the following:
Field Description

Query Name Enter a name for the query. The name you provide will appear in
the Run Query list on the Process Reports page.

Condition Select the appropriate information from within the Condition
Editor.
Insert Click to add additional conditions to the Condition Editor.

Additional rows can be added at the bottom of the current rows or
inserted into the middle by selecting the row to insert in front of.
There is no limit to the number of rows that can be added.

Remove Select the check box next to the condition to be deleted, and then
click Remove. The condition is deleted. This action is permanent.
If you delete a condition in error, you will have to recreate it in its
entirety.

2. Add conditional rows as required.

NOTE:To insert a new condition in the middle of a conditional expression,
select the condition you would like the new condition to go in front of, then
click Insert.

TeamWorks Travel & Expense Version Date:
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3. Click Save. The Process Reports page appears, with the query available in the

Run Query list.

EDITING EXISTING QUERIES

Queries can be edited from the Create/Manage Queries menu.

NOTE: Queries are individually created; therefore, you will only be able to edit the

queries that you created.

P To edit existing queries:

1.

2.

4.

Select Create/Manage Queries.

Select the desired query. The Edit Query page appears.

L Welcome, Terry Brown

My Concur  Travel | Expense.| Invoice Administration  Profile Help  Log Out

Wiew Reports  New Expense Report  Approve Reports  Process Reports  Concur Expense Classic  View Authorization Requests  Nesw Authorization Reguest  Approve Authorization Reguests

Edit Query
Query Hame: |Repor’t aver 500 USD| [Elsave @ Delete Query (D)Cancel
Dinsert &
Data Object Ficld{value Operatar
O | Report  \Amount Due Employee Greater Than
Walue ~ 14500,00 b

On the Edit Query page, edit the condition information, add another
condition row, or delete a condition row.

Click Save. The Process Reports page appears.

DELETING A QUERY

All queries can be deleted. This deletion is permanent; therefore, if a query is
deleted in error, it must be recreated in its entirety.

NOTE: Queries are individually created; therefore, you will only be able to see and

affect the queries that you created.

P To delete a query:

1.

2.

Select Create/Manage Queries.

Select the desired query. The Edit Query page appears.

L/ \felcome, Terry Brown

My Concur  Travel | Expense | Invoice  Administration  Profile  Help  Log Out

Wiew Reports  New Expense Report  Approve Reports  Process Reports  Concur Expense Classic  View Authorization Reguests  New Authorization Request  Approve Authorization Reguests

Edit Query
Query Mame: |Report over s00LSD| [Elsave @ Delete Query ()cancel
D Insert &
Data Object Field/¥alus Cperator
O ~ || Report ~ |Amount Dus Employee: Greater Than
waloe ~ 500,00 v
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Click Delete Query. The query is deleted from the Run Query list of the

Process Reports page.

Exporting Query Results

16| Page
11/06/13

Query results can be exported to an Excel formatted file from the Process Reports

page.

P To export query results:

1.

In the Run Query list, select the name of the desired query.
Click Go. The search results appear.

Click Send to Excel.

Search Results
Group: Global

Run Query = || Group List Settings Create/Manage Queries -

Find every report where
Report Mame > Begins With >

- -

|:| Report Name Employee Mame Submit Date Approval Status Report Total Receipt 54
& O @ Travel - Gra... Brown, Terry L. 05/02/2011 Approved &1In ... 577244 Received /
This repart has one or more entry level exceptions.
O Sales Traini.. Davis, Pat N, 03/11/2011  oubmitted & Pe.., 987,62 Mot Requ
Brown, Terry L.

[ : ) . e Submitted & Pe.., . !

Receipt Store Brown, Terry L. 02/15/2011 Dais, Pat N, $10,000.00 Mot Requ
O Sales Traini.. Brown, TemyL,  01/27/2011  >ubmitted & Pe.. 51,51092 Mot Requ

‘ ' e Davis, Pat M. e
I:l Team Meeti... Miller, Chris L. 01/13/2011 Approved 53578 Received
D |E Downtown ... Mjller, Chris L 01/20/2011 Approved 22300 Received /
Page ofl [=5 Send to Excel
2 = wport all the results as an excel spreadsheet format.

Click Save.

Select the location on your computer to save the file.

Click Save.
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Viewing and Modifying Report Information

Opening an Expense Report

On the Process Reports page, select the desired expense report (click anywhere in
the row — except the check box — that contains the expense report information). The
report opens on the Expense Report page in the Summary View.

Initial wiew, with entry highlighted and
opened for viewing, and Summary tab

Wy Coimimi Fj
wd selected to show overall expenses stion Reguast  View Cash dvances Hew Cath Adheance
EMEA sales| T2l2te to the report, =3
Expenses Wiew = [le BeTEMSS | i - Boiipd fnare
Dske = bagawne Amcsunk Bocuiented Tt Ameounk {550 00 | Remazed: § 55000 | Remairing: {000
BRI Tean §17L% e Travel Requests (1)
i Mt Requt Nmatsrd Apgiomed At e wmssrineg
SARNL  Darne parr e sy || ERAEL sales g PLEE LT
) Paee e {58
SRINTIRL rl.,..l....pl-g:.- ) e . FLEET IR ML Eapaii - Lo ETL RTHRT
: —— . . Hia Hia
_5_1 2 L FIE §-ras
Cagh Advances (2)

Aufame

Casls Adfwanion Phiime  Bedquinil Dhabe Amsird Rogi et Babinor  Avalabic Balanis
(e S LA i B 9 e Léi i

TOEAL ALBCHANT TOT FEGUESTED
$3,270.86 $3,270.86

Viewing Report Totals

1. On the expense report, select Details > Totals.

Travel - Grange Meeting [rown, Temj

| Details ~|| Receipts -| Print/Email -

Report

Amount Exception

Report Header
Totals 336858 T Code:

Audit Trail {T}

Approval Flow

Report Payments — Red

Crrnmnonte

The Report Totals window appears.

17| Page TeamWorks Travel & Expense Version Date:
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Report Totals - Travel - Grange Meeting

Expense Report

Report Total: 5772.44
Less Personal Amount : 50.00

Amount Claimed : 577244
Amount Rejected : 50.00

Amount Approved: 577244

Company Disbursements

Amount Due Employee: 5168.99
Amount Due Company Paid: 550345

Total Paid By Company: 577244
Employee Disbursements
Amount Owed Company : 50.00

Total Owed By Employee : 50.00

=

2. Click Close.

Viewing and Uploading Receipts

The processor uses the Preferences "show receipts" option to set whether the receipt
view opens automatically when the report is opened for viewing - this is helpful for
speeding the image to expense report verification. When they do this, the Receipt
Management How-To window appears with information about how to work with
receipts. The processor can then read the information, dismiss the window, and view
the existing receipt images at both the expense report and line item expense entry
levels They can also upload additional images for either level from a local folder.

[N Refer to the Setting the Process Reports Page Preferences section of this
g p g
guide for more information about setting auto-view for images.

Viewing Expense Reports with Images at the Expense Entry Level

When the Processor first opens an expense report that contains line item receipts,
the Receipt Management How-To window displays. Text within this window
explains how to manage line item receipts.

18| Page TeamWorks Travel & Expense Version Date:
11/06/13
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Receipt Management How-To

This Report has receipts attached to fine item Expense entries. Here are
some quick tips on how to review and manage receipts attached to Expense
line items.

* How has receipt handling changed? Receipt Store and Line Item Receipts are new features that
allow end users to quickly and easily attach receipts to line items during expense entry instead of
attaching them to the report. Users can choose from mobile images or receipts they have emailed to
the Concur Receipt Store.

# An icon in the Expense list represents an attached receipt image.

# You can hover over any icon in an Expense list to reveal receipt details and basic controls,

0008

#* Processors and managers can attach line item receipts if necessary using the Attach Receipt button
on the Expense details page.

D Mever show this prompt again Close

To dismiss this window, click Close; to prevent the display of this window, select the
Never show this prompt again check box.

Verifying Receipt Images for the Expense Report and Line Items
P To view images associated with the expense report:
1. Search for and open the expense report.
2. Optional: Dismiss the Receipt Management How-To window.
3. If the Preferences > Automatically show receipts when the report is

opened setting is selected, the receipt loads in a third pane (note that pop-
up blockers may prevent display - disable this browser option to view the

. 72 http: frqa3-imgé4.concurtech, netfatimags?cid-p0070580ton5ay.... [ (B
Receipt Management How-To
My Congur  Travel | B2 @& [5E -
i et L fh This Report has receipts sltached Lo e ibem Bgpense enbries. Here ane ¢ o
Wiew Reports  Pew Expense § some quick tips on how to review and manage receipts attached to bxpense
fine items.
Travel - Grange M¢ B
* How has recespt hardling changed? Receipt Store and Line Item Recespts are new features that
Details = || Receipts = alloa end users b guickly and easily attach receipts to line items Suring experse eniry instead of
atlaching them Lo ihe repusk. Users can chouse from mobile images or receipts they have eniled 1o
Exceptions the Concur Receipt Stare
Bipease e | Oate & AN KON in the Expense list represents an attached receipt image.
Car Rent o221
sl 2 & You can haver over any iod in 30 Lxpense st 1o reveal receipt details and basic controls.
Expenses | [ulal- L1
Date = Lxpen.
062301 carpe —
;| 0 Erterg
"JU@ * Processols and managerns can atlach e ilem receipts if necessary using the Aflach Reoept bution
pwzaamy NS on the Fapense details page.
Q232011 Breakd
(] L[] Hewer shaw this prampt again Clase
Artant- - azzozz——=smeaz - - {':I
< >
TOTAL AMQUNT TOTAL APPROVED
$772.44 §772.44
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4. If the Preferences > Automatically show receipts when the report is
opened setting is not selected, the processor chooses the receipt view
behavior:

¢+ Select Receipts > View Receipts in new window

¢+ Select Receipts > View Receipts in current window

The processor verifies the receipt image that displays for validity and accuracy, then
moves to the next image, or approves the report at this time.

Verifying Receipt Images for Line Item Expense Entries

To verify that the correct receipts are attached at the line item level, the processor
can choose from the following options:

e Hover over the Receipt Image Available icon (@) to display the image for
verification:

e = 5] {BI]' @ I
My Concy = &) @) [30.3% - | = | |4 N

View Repor]

Travel RECEIPT IMAGE

Details
Exceptit
Expense Ty
Car Rental

Expense
Dat
06/]

Receipt Image Available

“7 O O OO

e Open the expense entry in Detail view, then click the Receipt Image tab to
view the receipt image:

Expense | Receipt Image

58 & € LS

= | T

RECEIPT IMAGE 2

20| Page TeamWorks Travel & Expense Version Date:
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P To attach images to a report:

1. Select Receipts > Attach Receipt Images.

Travel - Grange Meeting Erown, Tern]

Details ~ || Receipts =|| Prnt/Email -

Exception Receipts Required

Expense Type Wiew Receipts in new window

Car Rental View Receipts in current window F, Ley
Attach Receipt Images {P_n}

Expenses

|:| Date ~ Expense Type Reviewed

| 06/23/2011 Car Rental M
ANONN  cevorncics Dollac Cocbvaias

2. The Receipt Upload and Attach window appears.

Receipt Upload and Attach

You may attach scanned images.

You currently do not have any expenses requiring receipts, You may choose up to 10 files to attach to the
report,

For best results, scan images in black & white with a resolution of 300 DFI or lower,

Click Browse and select a .png or .jpg or .pdf file for upload. 5 ME limit per file,

Files Selected for uploading: Browse...
Mo £ o+

Close

3. Click Browse.

4. Navigate to the image, then click Open.

5. Click Attach.

6. Optional: Repeat steps 3 - 5 until all images are uploaded.
7. Click Close in the Receipt Upload and Attach window.

The processor verifies the receipt image that displays for validity and accuracy, then
moves to the next image, or approves the report at this time.

NOTE: The processor can always attach new images to the report by printing the fax
cover page and using it as a cover page for faxing paper copies of the receipts
to be appended to any existing images already associated with the expense
report.

21 | Page TeamWorks Travel & Expense Version Date:
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Viewing Comments on a Report

1. On the expense report, select Details > Comments.

* Welcome, Terry Brown
My Concur  Travel | Expensa. Invoice Reports  Administration  Profile  Help  Log Out
Wiew Reports  Mew Expense Report  Approve Reports  Process Reports
Expense Report
Send Back to Empl a
Morale Event [wiler, Chis ] Do ook rpiiee | A aporcec
“liDetails v [ Viewr % Receipts+  aPrint -
& Report «| || Expense
Report Header Total: $369.34
Totalke Reviewsd Amourt Approver
i GG 4231 ] Erpense Type Transaction Date Business Purpose
f Audit Trail : Entertainment-Other e |U3ﬂUlﬂZUUQ Employee event
Approval Flow w o $13a00 $13¢ | Enter Yendor Name City Payment Type
T | o vork, e vork. ~
@ Amount Reviewed Approved Amount
235.34 v
@ Allocations Ne 253
Allocations Personal Expense (do not
Receipt Status Comment reimburse)
Mo receipt i
Division Cost Center
Add / Delete Attendees Attendee Total: $235.34 | Remaining: §0.00
Prsearch (4=t @ | |New Attendee | Favorites:
(] Aftendes Mame Aftendee The Compary Attendee Type Amount
[C] miler, Chris This Employes $235.34
< | &
(@ Previous Report. (E)Next Report

The Comment History window appears.

P:umment History ® 1
Date ~ Erterecd By Commert Text
040972010 Drawiz, Pat

LenDey and BT Engineering

I you would like to add a camment ko this repart, type it in the kext box below and then click
Save.

Comment

Save Cancel

NOTE: You can view and also add comments using this window.

2. Click Close.
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Viewing Allocations

Processors can view and modify the expense allocation details.

NOTE: Depending on your agency expense configuration, you may not be able to edit

the allocation fields.

P To view allocations:

On the expense report, mouse-over the allocation icon '@ to view the allocations.

Welcorne, Wesley Sherrell [ You are adminiztering for Yourself | o Help | Log out

-

CONCUR @
Georgia

My Concur Request Expense Reporting Profile

View Reports Mew Expense Report  View Receipt Store  Approve Reports  View Cash Advances Mew Cash Advance  Approve Cash Advances

Normal Travel 10-1 to 15 [abercrombie, william] Send Back to Employee Approve & Forward

| summary ] Detailz ~ ‘ Receipts - ‘ | Print f Ernail - | [2] Hide Exceptions ‘
Exceptions s
Expense Date Amount  Exception
Hotel 100372013 $375.00 This expense has no matching travel reservation, Please ensure that the comment adequately explains why the expense was not booked using Concur Travel,
Expenses | View | | | Summary
Transaction Date ~ Expense Type Vendor Mame Business Purpose  City Payment Type Report Summary
1071072013 Fixed Meals Tlormmal work tavel | Cedaromn (gl OULof POCket =]
. . e ana S \ . . . AmountDue ..  AmountDue ...
. o|x
Allocations
Percentage Department [y>  Program > Fund Source [y>  Fund > Project [y Class Activity Code
60 STATE GOVERM..  (0850201) Statewi.. (01000) STATEG.. (10100) Operations (01) STATE BASE.. 301 -4042010600-085...
40 STATE GOVERM...  (0740501) Poultry... (01000) STATEG... (10100) Operations (01} STATE BASE.. 301 -4042010600-074...
> (
10/02/2013 Rental Car Fuel  Herz Mormal work travel  Savannah, Georgia  Out of Pocket
10/01/2013 Fixed Meals Morrmal work travel Rome (Single Da...  Out of Pocket
< 0 I ,
TOTAL AMOUNT TOTAL REQUESTED
$740.31 $595.56

httpsiffimplementation.concursolutions.com/Expense/Client/default aspi
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» To modify allocations:

1. On the expense report, select Details > Allocations. The Allocations for

Report window appears.

| metails

-

! Report

Receipts - |

Report Header

Totals

Audit Trail

Approwval
Commen

Flow
ts

Cash Adwvances

Assigned

Allocatio

Allocatio

Trawvel Al

ns

ns

lowances

Itineraries

| Expenses

& Adjustments

Print # Ernail

Reimbursable Allowances Summany

Select the check box next to the desired expense or expenses. More than one

expense can be selected. If there are groups of Expenses and all the items in
the group need to be adjusted, click on Select Group and choose the Group
to make the correction to.

Allocations for Report: Normal Travel 10-1 to 15

Expense List Allocations
Allocate Selected Expenses Clear Selections Summal Allocate By: =

el Percentage

| 1 Expense Amount

| 2 uLs uccupan o

[ waroure013 Parking $2.50

[ 1of012013 Haotel Pax $15.00

[1 10f01/2013 Hotel $100.00

[ 10s01r2013 Occypancy $5.00

[] 10s01/2013 Parkphg $2.50

[ 1of022013 Hotgl Tax $15.00

[ 10f0z/2013 Huotgl $100.00

] 10/02/2013 Occhpancy 45,00

[ 10s02/2013 Parklng $2.50

|: 10/0372013 Copy{Charges $7.50 L

[ 1of022013 Rental Car F... $5.00 i

[] 10/03/2013 Tolls $0.50

[ 1of06¢2013 Fixed hAkals $27.00

[ 10s07/2013 Fixed hed $20.00

] 10f08/2013 Fixed Meals $21.75 !

[ 10s0/2013 Fixed heals $28.00 -
3.

in the right pane.

TeamWorks

Travel

State of Georgia

& Expense

Add Mew Allocation

*Department [,> *Program [

Version Date:

* Fund Source 7 * Fund

Click the Allocate Selected Expenses button. The allocation details appear
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Allocations for Report: Normal Travel 10-1 to 15

Expense List Allocations
Allocate Selected Expenses Clear Selections surmmar | Allocate E; == | “Add Mew Allocation | Delete Selected Allocations Favorites = Add to Favorites
Select Group ~ = Percentage *Department [y ~| *Program > *Fund Source y> * Fund [y> *Project [y
Date Expense Group Ao O 40 STATE GOVERM... | (0850201) Statew... | (11000) STATE 6... | (L0100) Operations (01} STATE BASE..
09/30/2013 Oceupaniy .. g0 <[] fill STATE GOVERM...  (0850201) Statews.. —(01000) STATE G..  (10100) Operations | (CMW) Corwersio..

$2.50
f15.00

1

0973072013 Parking 1

10/01/2013 Hotel Tax 1

1070172013 Hotel 1 $100.00

1040172013 Occupaney . 1 35.00

1040172013 Parking 1 $2.50

1070272013 Hotel Tax 1 f15.00

1070272013 Hotel 1 $100.00

10/02/2013 Ocecupancy .. 1 45.00

1040272013 Parking 1 $2.50
1

10/03/2013  Copy Charges §7.50
10/02/2013  Rental Car Fu. $5.00

100372013 Tolls $050

10672013 Fixed Meals 2 $27.00

100772013 Fixed Meals 2 $20.00

10/08/2013  Fixed Meals 2 $21.75 d =
W/A0/2013 Fixed Weals $28.00 -

4. Make any necessary changes to any of the fields.
5. Click Save.

6. Click Done.

Viewing Itemizations

25| Page
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Processors can view the expense itemization details and modify selected details. The

Total:$375.00  Alloc;

* Class.
301
301

(=1[E3

$375.00 (100%)

Activity

itemization details icon can be clicked at the top of Expenses to expand or contract
the itemization list for all expense items. Individual expense itemization lists can also
be expanded or contracted using the itemization details icon. To view and modify

itemizations:

Sales Seminar [Hale sandy]

Itemization icon at top opens all
itemized entries...

-

Summary Details

cowhile individual itemized
entries are opened using the
icon associated with the entry,

Expense

v% Expense Typ
VvV Tl Tiade Shows

Awiards

P To view and modify itemizations:

1. On the expense report, click the itemization details icon ( = ) for an expense

that contains itemizations.

TeamWorks Travel & Expense Version Date:

State of Georgia
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Code
-4042010600-C

-4042010600-C

D

Save Cancel

Done
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The itemizations appear in list format.

Expenses

Transaction Date ~ Expense Type

O€ O w201
€O

W

10/03,/2013

10/02,/2013

10022013

10/02/2013

10/02/2013

1070152013

1070152013

)N AAAAAN

Hotel
Copy Charges
Parking
Dccupancy Tax
Hotel
Hotel Tax
Parking

Occupancy Tax

Yendor Hame

Ceean Hotel

Ceean Hotel

Ceean Hotel

Qeean Hotel

Ocean Hotel

Ocean Hotel

Ocean Hotel

Ocean Hotel

Business Purpose

Mormal wark travel
Mormal wark travel
Mormal wark travel
Marmal weark travel
Marmal weork travel
Marmal weork travel
Marmal weork travel

Marmal weork travel

City

Savannah, Georgia
Savannah, Georgia
Savannah, Georgia
Sawvannah, Georgia
Savannah, Georgia
Savannah, Georgia
Savannah, Georgia

Savannah, Georgia

Payment Type

Out of Pocket
Out of Pocket
Out of Pocket
Out of Pocket
Out of Pocket
Out of Pocket
Out of Pocket

Out of Pocket

2. Select an itemization row. The itemization details appear in the right pane.

Send Back to Employee Approve & Forward

Normal Travel 10-1 to 15 [sbercrombie, William]

Summary ‘ Details - ‘ Receipts = ‘ Print / Email ~
Exceptions
Expense Date Amount  Exception
Parking 10/02/2013 .50 The Transaction Date is Greaterthan 30 days old. Please be mare timely in your expense submissions.
Copy Charges 10/03/2013 .50 The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions.
Expenses Wiew v @ Dtemization | Summary
Transaction Date ~ Expense Type Vendor Name Business Purpose  City Payment Type
v NRCO woms Hotel Ocean Hotel Mormal wartk travel Swvannsh, Geargia  OutafPocket | Dpense Type
Copy Charges
€0 10/03/2013 Copy Charges | Ocean Hotel Mormal work travel - Savannah, Georgia  Out of Pocket
| Purpose of Trip
The Transaction Date is Greater than 30 days old. Please be more tmely i your expeTTE-Tomm ‘ o | Momal work travel
<€ 10/02/2013 Parking Ocean Hotel Horrmal work travel  Smvannsh, Georgia  OutofPocket |5 | 0%
Savannah, Georgia
<€ 10/02/2013 Oceupancy Tax Ocean Hotel Horrmal work travel - Sawannsh, Georgia  Out of Pocket
| Amount
< 1040272013 Hotel Ocean Hotel Hormmal work travel  Savannsh, Geargia  Out of Pocket 7.50 UsD Y
L ¢ 10/02/2013 Hotel Tax Ocean Hotel Mormal work travel - Savannah, Georgia  Out of Pocket ekl
Mo %
<€ 10/01/2013 Parking Ocean Hotel Horrmal work travel - Sawannsh, Georgia  Out of Pocket
Carnment
[ 4 10/01/2013 Oceupancy Tax_Ocean Hotel Hormal work travel_Savannzh, Georgia  Outof Pocket ™
<] i -
TOTAL AMOUNT TOTAL REQUESTED
E7an 51 fenrc e

3. Make any necessary changes.

4. Click Save.

Viewing Cash Advances
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Processors may review the Cash Advance Assigned to Report window for an

m

FETIRS

Total Amount: $375.00 | temized: $375.00 | Remaining: $0.00

Transaction Date
10/03/2013

Wendor Name
Ocean Hotel

Payrient Type
Out of Pocket

Personal Expense (do not reimburse)

Approved Amount
7.50

expense report. NOTE: This window is entirely read-only and for viewing purposes

only.

P To view the Cash Advances Assigned to Report window:

1. On the expense report, select Details > Assigned (under Cash Advances).

TeamWorks

Travel

State of Georgia

& Expense

Version Date:
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Normal Tra 10-1 to 15 [sbercrambie, william]
_Su;m;ry_' | _Regi;;s_v' _PriE,-‘_Em_ail_v.'

Exception: Report

Expense | Repaort Header
Parking Totals

Copy Charges Audit Trail

Approval Flow
Expenses Comments

Cash Advances
Assigned
Allocations
Allacations

Travel Allowances
Itineraries ]

Expenses & Adjustments |

ARAAA

Reimbursable Allowances Summary

The Cash Advances Assigned to Report window appears.

Cash Advances Assigned to Report

Cash Advance Mame Foreign Amount Exchange Rate  Amount Balance Amount Used in Report
Sawvannag COnf 10/1ta 5 $650.00 1 $630.00 $0.00 650,00
Delete from Report Cancel

12. Click Cancel to dismiss the window.

Viewing Audit Trail

Processors can view the audit trail for an expense report. This page is read-only.

27 | Page TeamWorks Travel & Expense Version Date:
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P To view the audit trail:

On the expense report, select Details > Audit Trail.

Normal Travel 10-1 to 15 [2bercrombie, William]

Surmmary || Details

Exception| Report

Expense

Parking |

Expenses

Report Header
Totals

Audit Trail
Approval Flow
Comments

Cash Advances

Assigned

Allocations
Allocations

[tineraries

AAAAAAA

Receipts -

Travel Allowances

Print 7 Email =

Expenses & Adjustments |

Reimbursable Allowances Summary

The Audit Trail window appears.

Audit Trail

Report Level

DatefTime -

10/30/2013 09:44 A6

10/30/2013 09:44 AM

1043042013 09:44 AbA

Entry Level

DatefTime -~

Updated By

Abercrombie, William

Abercrombie, William

Abercrombie, Williarm

Updated By

Action

Approwval Status Change

Approwval Status Change

Confirmation Agreement
Sceptance

Action

Description

Status changed from Submitted to
Subrmitted & Pending &pproval
Comrment:

Status changed from Mot Submitted to
Subrmitted
Comment:

*50G6 User Subrmit Agreerment

Status changed from Submitted &

Description

Expense Type: Occupancy Tax;

Date: Tue Oct 01 00:00:00 PDT 2013
The field "allocations" was changed from
"40400-4042010600-0250201-40400-01000-
40400-10100-40400-01-201; 40.00000000%

ANANN_ANAYIANENN_NAEnI N _AnAnn_ninnn_

Close

m

ml s

-

Typical actions that generate a report-level row:
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Action Description

Report Submission

Whenever a report is submitted, a row is generated.

Approval or
Payment Status
Change

Whenever the system or any user changes the approval or payment
status of a report, a row is generated.

Comment Editing
Status Change

Whenever a comment is no longer editable on the report, a row is
generated.

Exception
Generation

Whenever a report is submitted that contains exceptions, a single row
is added to the audit trail with each report level exception that exists,
including flag, code, and level.

Report Level Field
Edits after Submit

Whenever a field on a report is changed after it has been submitted, a
row is generated.

Clearing
Exceptions

Whenever exceptions are cleared, a row is generated.

Receipts or Images
Received

Whenever receipts or images are marked as received, a row is
generated.

Sent Back to
Employee

If an entry is deleted while a report is in Resubmit status, a row is
generated.

Manual Payment to
Employee

If an entry within an expense report is paid manually to the employee,
a row is generated.

Payment Hold

If an expense report enters payment hold, a row is generated.

Typical actions that generate an entry-level row:
Action Description

Comment Editing
Status Change

Whenever a comment is no longer editable on an entry, a row is
generated.

Exception
Generation

Whenever a report is submitted that contains exceptions, a single row
is added to the audit trail with each entry-level exception that exists,
including flag, code, and level.

Entry Level Field
Edits after Submit

Whenever a field on an entry is changed after it has been submitted, a
row is generated.

Partially Approving
or Rejecting an
Entry

Whenever the system or a user partially approves or rejects an entry,
a row is generated.

Viewing Workflow

29 | Page
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Processors can review the approval workflow for an expense report. Depending on
configuration, the Back Office Processor can add additional approvers to the workflow
process. If additional approvers are added to the workflow, the expense report will
go to the added approvers upon completion of the Back Office Processor tasks.

TeamWorks
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P To view the approval flow:

On the expense report, select Details > Approval Flow.

MNMormal Travel 10-1 to 15 [sbercrombie, William]

__SL_JEH"I?F}_HV Dretails v] { Receipts = | Print / Email = |
Exception! Report
Expense Feport Header
Parking Totals ate i
Audit Trail ate i
Approval Flow
Comments |
lame
< Cash Adwvances Btel
Assigned
‘ otel
Allocations
‘ Allocations pte!
‘ Travel Allowances pte!
‘ [tineraries otel
‘ Expenses 8 Adjustments otel
‘ Reimbursable Allowances Summary L.
The Approval Flow for Report window appears.
Approval Flow for Report: Normal Travel 10-1 to 15 X
Authorized Approval:
Shierrell, Wesley F 2 | x
Back Office &pproval:
CEE.

Approve Send Back
Save Workflow Cancel
30| Page TeamWorks Travel & Expense Version Date:
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P To add an approval step:

The Processor can add approval steps before or after certain workflow steps.

NOTE: If the processor adds steps after their own step, the final approval will cause
the report to move into the Processing Payment status for extraction. The
report will not return to the processor unless an additional processor step is

explicitly added.

1. Click the Add a step before this step button to assign a new approver to
the workflow prior to the desired step.

.
T%x

| Add a step before this step

2. Click the Add a step after this step button to assign a new approver to the
workflow after the desired step.

T%g X

| fdd a step after this skep

3. Click Ssave Workflow. The Expense Report page appears.

P To remove a workflow step:

1. Click the Remove this step button to remove a workflow step.

31| Page TeamWorks Travel & Expense Version Date:
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TQE

Remove this skep

2. Click Save Workflow.

Viewing Trip ltinerary
The processor can view the Travel trip itinerary details.
P To view report header information:

1. On the Process Reports page, open the desired expense report. The
expense report appears, with the itinerary icon next to the associated
expense.

2. Mouse-over the itinerary icon to view itinerary details. This example shows

the airfare icon:
3. Click the X in the upper right corner to close the itinerary details.

Trip from Seattle to Dallas
5 i : '
Hmmary Trip Itinerary: Trip from Seattle to Dallas b4
Expenses J
Trip name = Trip from Seattle to Dallas I
Date ~ Description -
Start Date C02:27/2012
0370172012 e
fé@ End Date : 0370172012 39
: | Record Locator: VT2320
031012012
M =1% € Ticket #0270727322227 (#Alaska Airlines, $357.50} 77
Leg Flight From To Drepart
0370142012 1 670 SEA DFW 0272772012 7:10 AM 76
' e 2 a6l DFW  SEA 03/01/2012 1:55 PM
0370172012
| 23
i ™~
(T PITP S S—
i Alaska Airlines, Seattle, Washington LBELE L pero
|Im|:u:urted from Trip Itinerarﬂ
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Viewing Report Header Information

Report header information, including report header fields and any associated
authorization requests, can be viewed from the Expense Report page.

P To view report header information:

1. On the expense report, select Details > Report Header.

! Details —; Receipts --; Print £ Email |
H Report
Report Header
Totals

Awdit Trail
Approval Flow
Comments

Cash Adwvances
Assigned
Allocations
Allocations
Travel Allowances
Itineraries

| Expenses & Adjustments

Reimbursable Allowances Summany

The Report Header window appears.

[=] P4}
Report header for: Normal Travel 10-1 to 15

Repaort Date Repart Marme Trip Type Palicy

Mormal Travel 10-1 to 15 In-State Travel State of Georgia Expense Policy 1 |
Trip Start Date Trip End Date Purpose of Trip Corment
1040172013 104152013 Mormmal work trawel
Erployee Marme Report Key Report Currency Receipts Received
Abercrombie, William BOG27 s, Dollar s 2
Subrnit Date Approval Status Payment Status Wendor D
10/30/2013 Submitted & Pending Approval Mot Paid 0000381129
Special Activity

Requests
Request Name Request ID Cancelled Request Total Amount Approved Amount Remaining
S

Note: If the report has an associated authorization request, the request
information will appear on the header page as in the example below:

2. Make any necessary changes.

33| Page TeamWorks Travel & Expense Version Date:
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3. Click Save.

Clearing Exceptions

Exceptions can be cleared from an expense report up to the point at which they are
approved and ready for extract (and beyond). At this point the exception remains
with the report. When an exception is cleared the system will clear all exceptions
within the report, including the report, expense entry, and sub-entry levels. Once an
exception is cleared, it becomes inactive and an entry is recorded within the audit
trail. To clear report exceptions:

P To clear report exceptions:

1. On the Process Reports page, search for the expense reports that are to have
exceptions cleared.

NOTE: The exceptions remain associated with the reports through the audit trail.
The exception level is included in the exception level total stored at the report level.

2. Select the check boxes next to the desired expense reports.

3. Click Clear Exceptions. All exceptions are cleared, including the report level,
entry level, and sub-entry level, and the exception icons turn blue.

Printing the Report

34| Page
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All Back Office Processors can print expense reports created by employees within the
groups they have rights to administer.

P To print, email or create a PDF of the expense report:
1. On the expense report, click Print/Email.

2. Select *SOG Detailed Report

Normal Travel 10-1 to 15 [abercrambie, William]

Summary Details =| Receipts = || Print/Email =
Exceptions #5006 Fax Receipt Cover Page
Expense Date Amount *S0G Detailed Report
Hatel 10/03/4013 $375.00 This expense has no matching travel reservation, Please ensure that

The following table lists details of the Print/Email types:

TeamWorks Travel & Expense Version Date:
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Field Description

Fax Receipt Cover This cover page is used to accompany your faxed receipts
Page and includes all of the information required to perform
this action successfully.

Detailed Report This report shows all of the report details.

3. Select the PDF, Email or Print option.

implementation.concursolutior

& httpsy/implementation.concursolutions.com int_cpr.aspitype=1020&opt=PAR_REGS:.dtl=,
Showy Itermizations PDF || Email | Print || Close | —

Expense Report

m

Report Mame : Normal Travel 10-1to 15

Cash Advance

Cash Advance Mame : Savannag COnf 10/1 10 5

Employee Name : Abercrombie, Williarm 2.

Employee ID : 00911407

Report Header
Policy : State of Georgia Expense Policy 1
Business Purpose : Mormal work travel
Report Key : 69627

Report Date : 10/22/2013

Approval Status : Submitted & Pending Approval

Payment Status : Mot Paid

Currency : US, Dollar

Modifying Report Status

Sending an Entire Report Back to the Employee
If any item on the Expense Report requires modification by the employee before it
can be approved, the processor must send the entire report back to the employee,
allowing the employee to edit and resubmit the report.

P To send an expense report back to an employee:

1. On the expense report, click Send Back to Employee.

35| Page TeamWorks Travel & Expense Version Date:
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MyConcur Request  Expense | Reporting  Administration  Profile

View Reports - New Expense Report View Receipt Store  Procass Reports  Process Receipts

Jul'1-15 Single Day Trip [ibercrornbie, Willarm] Send Baw. w Employee | Send to Approver

Surnmary ‘ Detills | Recepts + | Print/Ermal - [1] Hide Exceptions ‘
Exceptions 4]
Expense Date Amount  Exception
s Codlet TRIPAS, Level: 1 Expense reports should be subitted within 45 days afterthe trip is complete, Please be pmote timely in completing your expense reports, ‘;
fig il L . £l nsfan Date iggnaager thin 30 days old less el i i e L mission, o

2. The Send Back Report window appears.
>
Send Back Report
Comment History
Date -~ Entered By Comment Text
09/16/2013 ;Hzgerald, Derie Explanation for Approver

Add a comment to explain why you are returning the report. Then click OK to return the report to the
rployee,

Cormment

“ cance'

3. Enter comments explaining why you are returning the expense report.

4. Click OK. The expense report is returned to the employee.

Sending a Report to Another Approver

The processor can send the report to an additional approver, if necessary.

36| Page TeamWorks Travel & Expense Version Date:
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P To send an expense report to another approver:

1. On the expense report, click Send to Approver.

Code: OLDDATEZ, Level: 51; The Transaction Diste is Greater than 30 days old. Please be more timely in your expense submissions.

-
CONCUR ®
Georgia

My Concur  Request | Expense | Reporting  Administration  Profile .

View Reports  New Expenze Report  View Receipt Store  Process Reports  Process Receipts

Jul 1-15 Single Day Trip (abercrombie, William] Send Back to Employee ) Send to Approver
Summary | Details = | Receipts = ‘ Print / Email = 77;&:&;&;1\;?57‘

Exceptions -]

Expense Date Amount  Exception

e Codde: TRIP4S, Level: 1; Experse reports should be submitted within 45 days after the trip is complete, Please be maore timely in completing your expense reports, =

Fixed Meals 07/08/2013 $21.00 E

The Approval Flow window appears
Send Report to Approver: Jul 1-15 Single Day Trip X

Uzer-Added &pprover:

Comiment:

Send to Approver Cancel

2. Click in the User-Added Approver field

3. Type in the last name of the approver or enter * to view all approvers in your
agency. Select the desired approver.

4. Click Send to Approver.

Approving Reports and Expenses

Approving Reports
The processor can approve reports.
» To approve a report:

On the expense report, click Approve.
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My Concur  Travel | Expense  Central Reconciliation Invoice  Administration  Profile

View Reports  New Expense Report  View Receipt Store  Process Reports  Expense Classic

Travel - Grange Meeting srown, Tery] Send Back to Employee [ Send to Approver

Approve

Details +| Receipts ~ || Print/Email - B sho

E)(PEI‘ISES View T | « Expense E-Receipt
(| Date ~ Expense Type Reviewed Amount Approved Transaction Date A
08/, CarRental N $368.58 $36858 e =

D@ @ Enterprise, Dallas-Fort Wort . : Business Purpose

Code: CESPREF, Level: 1; This vendaor is not a preferred vendaor, please provide an

explanation for your approver, vendor
- Enterprise e
o 0472372011 Dinner N §134.78 5134.78
City
O 04/23/2011 Breakfast " t — |Da||as-F0rt Worth Int Apt, Texas
£ ¥ Pavment Tvoe bt
TOTAL AMOUNT TOTAL APPROVED
$?72 44 $772 44 m Allocate Attach Receipt

Mext Report ==

Using the "Review in Progress' Message

You may occasionally have an expense report that requires further follow-up or
research before you can make the appropriate authorization decision. You can use
the "Review in Progress" feature to indicate to another processor that the report is
being reviewed. Marking a Report for Review can also be used to indicate to other
Processors that you are working on that report.

NOTE: This feature will benefit agencies that have multiple processors.

IMPORTANT!

"Review in Progress™" is not an approval status or a workflow status — it is simply a
message or warning. It does not affect approval; it does not change the workflow; it
does not actually prevent another processor from taking other processor actions (for
example, sending the report back to the employee). It is intended to provide a
warning to other processors that the report is under review by a Back Office
Processor.

In addition, the "Review in Progress" message appears only to the processor. The
employee or approver will not see the message.

Please note that when a Processor marks a report as “Review in Progress” the report
cannot be recalled by the employee.

Marking a Report

38| Page
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Search for reports using your normal process — using the search area or by running a
query — as described previously in this guide. Reports that are marked with the
"Review in Progress™ message are included in the results, for example, the Reports
Ready for Processing query returns reports with and without the "Review in
Progress" message.
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» To mark a report:

1. Open the desired report. The report opens and the Requires Review button
appears.

CONCUR Gfgygm

My Concur  Request = Expense | Reporting Administration  Profile

View Reparts  Mew Expense Report  View Receipt Store  Process Reports  Process Receipts

Jul 1-15 Single Day Trip [abercrombic, Wiliam] B VEC | e R e

Summary | Detalls v | Receipts = | Print/Email | [2] Hide Exceptions |
Exceptions &
Expense Date Amount  Exception
N/A Code: TRIP45, Level: 1; Expense reports should be submitted within 45 days after the trip is complete, Please be more timely in completing your expense reperts. ;
Fixed Meals 07/08/2013 $21.00 £ Code: OLDDATE, Level: 51; The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions. -
Expenses | View ~ «| | Summary
[l Transaction Date ~ Expense Type Vendor Name Business Purpose ~ City Payment Type Amount  Report Summary

- Report Total
m 0 07/10/2013 Miscellaneous Normal Travel Out of Pocket s (R

NOTE: You can mark a report only when the report is pending the processor
step, like Approved & In Accounting Review. The Requires Review button
does not appear if the report has any other status, such as Submitted &
Pending Approval.

2. Click Requires Review. The Mark Review In Progress window appears

3. Enter a note in the Comment Field. Review in Progress comment defaults,
simply add your name as the Reviewer. Click OK.

Mark Review In Progress

Comment History
Date ~ Entered By Comment Text

Fitzgerald, Donna

09/16,/2013 s

Explanation for Approwver

Add a comment to explain why the report requires review, Then click OK to mark the report as Review
In Progress.

Comment
Review in Progress - D. Fitzgerald|

NOTE: The Review in Progress text appears by default in the Comment field.
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Viewing the Message

The message appears in several places and to all processors - not just the processor
who originally marked the report.

It appears on the expense report in processor.

—
®
CONCUR ®

Georgia
My Concur  Request Expense | Reporting Administration  Profile

View Reports  New Expense Report  View Receipt Store  Process Reports  Process Receipts

Jul 1-15 Sing|e Day Tl‘ip [Abercrombie, William] n [Review in Progress] [GEVETEeLTIT S 5 Send Back to Employee Send to Approver
Summary Details = Receipts = | Print/Email - -E]-Eae_ézéﬁi-u;s_

¢ Notice the "Review in Progress" message at the top of the page.
e Hover the mouse pointer over the message to see the full comment, date,
and processor's name.

It also appears in the Audit Trail for the processor. This is not visible to users or
approvers. (Details/Audit Trail (under Report Header section)

Audit Tralil X

Report Level
Date/Time ~ Updated By Action Description

Report marked as Review in Progress, il
11/06/2013 09:19 AM Fitzgerald, Donna Review in Progress Comment: Review in Progress - D,

Fitzgerald

Status changed from Submitted & 1
10/08/2013 10:05 AM Sherrell, Wesley Approval Status Change  Pending Approval to Approved

Comment: U
10/08/201310:05 AM  Sherrell, Wesley Confirmation Agreement . p o orover Review Confirmation

Acceptance

10/08/2013 10:03 AM Sherrell, Wesley Receipt Image Reviewed  Receipt image has been reviewed ,.
Entry Level
Date/Time ~ Updated By Action Description

Expense Type: Rental Cars Only;
10,/08/2013 10:00 AM Sherrell, Wesley Receipt Reviewed Date: Thu Jul 11 00:00:00 PDT 2013
Entry receipt reviewed,
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It also appears on the processor search results page.

CONCUR (g

My Concur  Request | Expense | Reporting Administration  Profile
View Reports  New Expense Report  View Receipt Store  Process Reports  Process Receipts

Reports Ready for Processing

Group: All Groups I Can Access

Run Query - Starting Group i Group Es‘t_s.egings_ _Cr;t.e_/l\;l

ueries v Preferences =

Find every report where

Report Name 2 Begins With X AND
= e
Report Name Submit Date Employee Name  Approval Status CashAdvanceR...  ReportTotal  ReceiptStatus  Payment Status

. Approved & In Accounting Review
© [ sut5singlen.. 08/29/2013 Abercrombie, Wi.. Review in Progress- §12331 Received / Mot R... Mot Paid
11/06/2013 Fitzgerald, Donna S.

e In the Approval Status column, the "Review in Progress" message appears
along with the date and the processor's name.

e Hover the mouse pointer over the Comments icon “/ to see the full

comment.

Un-marking a Report

Once you have completed the follow-up review, you can remove the "Review in
Progress" message (un-mark the report).

NOTE: The "Review in Progress" message can be removed by any processor - not
just the one who originally marked the report.

You can either:

e Open the report, click Review Complete, add a comment, and click OK.
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Mark Review Complete
|i:Date = Entered Dy Comment Tt
11062003 ;‘"qzmlxl‘ [ —

Review in Progress - D. Fitzgerald

09162003 ;ﬂ«thL Donna Explanstion for Approver

Add & comment to explain why the review of the report is complete. Then chick OK to remove the
Review In Progress status,

Comment

- or -

Complete another processor action. For example, if you click Approve, a
message appears indicating that the "Review in Progress™ message will be
removed if you continue. It does not prevent the action.

Change Approval Status
Comment History

‘ Date ~ | Entered By Comment Text

11/06/2013 g"z“’““" Pomna  peview in Progress - D. Fitzgerald

09/16/2013 Fitzgerald, Donn2 gyolanation for Approver

H review in Progress

This report has been marked as Review in Pragress, changing the approval status will remove the
Review in Progress status. You may add a comment. Then click OK to change the approval status

Comment
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Restriction - Taking ""Bulk Actions

The report cannot be un-marked by completing a "bulk™ action, such as changing the
approval statuses for several reports on the search results page.

L4 Welcome, Terry Brown

My Concur Travel \.-Expense ! Invaice Reporting  Administration Profile  Help Loy Out

Wiew Charges  View Reports  Mew Expense Report  Approve Reports  Process Reports  Conclr Expense Classic Wiew Authorization Requests  Mew Authorization Request
Approve Authorization Requests

ﬂ Wark Receipt Status » | 8 Clear Exceptions | 5] Change Approval Status

Frefererices ~

Find every report where
Employee Last Name v Begins Ywith

o) T
Please Confirm

<> Some of the report(s) you have selected have
p) been marked as review in progress and the
approval status cannot be changed when doing
a bulk update, Click OK to deselect those reparts and
continue with approwal status change or click Cancel to

return to the reports list.,

/

$338 62

1, code: RANDOM,

v

1, ¥ Code; COW, Level 2

If you click OK in the Please Confirm box, the marked report is deselected and
remains unchanged while the other selected reports are affected (in this case, the
approval status is changed).

Report Recall
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For the most part, the user will never know that the report has been marked. There
is no indication on the user's Report List page or in the Audit Trail (visible to the
user).

However, a report with the "Review in Progress" message cannot be recalled. If the

user attempts to recall the report, the user receives a message that the report
cannot be recalled.

TeamWorks Travel & Expense Version Date:

State of Georgia




	Date
	Notes/Comments/Changes
	5/14/12
	SAO/TTE Training issued document
	11/06/13
	SAO/TTE Training updated document for branding changes. No system changes affecting SAO users through 9/20/13 vendor milestones.
	Section 1:  Permissions
	Section 2:  Overview
	Expense Processor Roles   
	Processing a Report
	Understanding Exceptions
	Terminology
	Types of Exceptions


	Section 3:  Back Office Processor Procedures 
	Managing the Back Office Processor View
	Setting the Process Reports Page as the Home Page
	Setting the Process Reports Page Preferences
	Managing the Process Reports Columns
	Managing the Expense List Columns
	View Options

	Searching for Reports
	Searching for an Expense Report
	Searching for an Expense Report Based on Entered Criteria
	Starting Group List and Find Area

	Searching for an Expense Report using a Query

	Search Queries
	Understanding Conditional Expressions
	Reimbursement Currencies and the Exchange Rates Feature
	Add a Query Page and the Condition Editor
	Determining How to Create a Query
	Creating a New Query
	Editing Existing Queries
	Deleting a Query

	Exporting Query Results

	Viewing and Modifying Report Information
	Opening an Expense Report
	Viewing Report Totals
	Viewing and Uploading Receipts
	Viewing Expense Reports with Images at the Expense Entry Level
	Verifying Receipt Images for the Expense Report and Line Items
	Verifying Receipt Images for Line Item Expense Entries
	Viewing Comments on a Report
	Viewing Allocations
	Viewing Itemizations
	Viewing Cash Advances
	Viewing Audit Trail
	Viewing Workflow
	Viewing Trip Itinerary
	Viewing Report Header Information
	Clearing Exceptions
	Printing the Report

	Modifying Report Status
	Sending an Entire Report Back to the Employee
	Sending a Report to Another Approver

	Approving Reports and Expenses
	Approving Reports

	Using the "Review in Progress" Message
	IMPORTANT!
	Marking a Report
	Viewing the Message
	Un-marking a Report
	Restriction - Taking "Bulk" Actions
	Report Recall



	Word Bookmarks
	OLE_LINK7
	OLE_LINK6
	ProcessRptPref
	OLE_LINK11
	OLE_LINK5


